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PURPOSE AND SCOPE

Introduction:

The purpose of this procedure is to inform users of State owned vehicles and equipment
of their responsibility in insuring the proper inventory management of assets assigned to
them.

The vehicle inventory is the basis for the annual calculation of federal rates for
equipment usage, the annual usage summary reported to department heads, reports to
Risk Management and OMB regarding fixed assets, and reconciliation of the Equipment
Management System.

Responsibility/Performance:
SEF Headquarters Establish specific inventory procedures.
Agencies Conduct the physical inventory in

accordance with these procedures.

Reference:

Department procedure DPDR 10.03.010 Property Control

DISTRIBUTION
 
All holders of the Procedure Manual, all SEF Procedure Manual holders.

PROCEDURE

A. Agency Reporting:

1. A computerized count sheet from EMS will be provided to the property
custodian listing vehicle, equipment and attachments in their Department’s
physical control. A memorandum such as the example Attachment A will



accompany the inventory to give detailed instructions and time constraints
for the inventory.

2. Conduct a physical inventory of all assets listed. All agencies must report
the current mileage or meter (hour) reading on all metered units in the
space provided on the inventory sheet regardless of the billing status.

3. Assets not found during the physical inventory should be thoroughly
investigated within the Department for possible transfer or relocation
before reporting as "lost" and filling out a "Lost-Stolen-Damaged Property
Review" Form 02-627, Attachment B. Complete the form through block 15.
The HQ SEF completes blocks 16 and 17. The Department of
Administration Property Management Officer will review the form and sign
off in block 18.

4. The completed inventory and any necessary notations or attachments for
additions or deletions is returned to HQ SEF for reconciliation into the
Equipment Management System.

B. Processing and Reconciliation of Inventory:

1. HQ SEF reconciles and enters the mileage and hours into the EMS.
Discrepancies noted on the inventories are researched and necessary
actions taken per established property management guidelines.

2. All agency heads will receive a report showing the result of the inventory
for their department and any anomalies in the annual usage summary.
This report will be mailed out in the first quarter of the fiscal year following
the taking of the inventory.

Attachments:

Attachment A: Annual Inventory Memorandum of Instruction
Attachment B: Lost-Stolen-Damaged Property Review, Form 02-627








